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STATE OF ARIZONA 
DIVISION OF EMERGENCY MANAGEMENT 

PUBLIC ASSISTANCE PROGRAM 
 

STANDARD OPERATING PROCEDURES 
 
 

LOCAL/COUNTY DISASTER DECLARATION 
 
I. CITY/TOWN/POLITICAL SUBDIVISION RESPONSE  

 
Primary responsibility for response and recovery to an emergency rests with local 
government agencies.  When a community has responded and recovery is within their 
local resources, the process stops. 
 
When local resources are overwhelmed by the magnitude of damage, the community 
first turns to the county for assistance.  Within 24 hours of the disaster, it is the 
responsibility of the affected local jurisdiction to compile a damage assessment and 
complete the Incident Information Questionnaire.  Copies of the completed forms are to 
be submitted to the next highest jurisdiction.  These forms are intended to be an 
overview estimation of areas within the local jurisdiction(s) that have immediate needs 
and are to be surveyed to determine the extent of damage.   
 
Local jurisdictions should maintain an up-to-date list of critical facilities which includes 
AIRPORTS, SCHOOLS, HOSPITALS, SEWAGE AND WATER TREATMENT FACILITIES, 
NURSING HOMES, BRIDGES, and DAMS.  These facilities may be contacted to identify 
the degree of damage sustained by them, if any.  They may maintain lists of additional 
special facility types such as recreational facilities and senior centers. 
 
If assistance is required, the local political subdivision should submit the following items 
to the county along with their request: 
 

• An Emergency Resolution 
• A completed Incident Information Questionnaire 
• A completed Preliminary Damage Assessment 
• A copy of jurisdiction’s current budget 

 
Links to the following forms can be found within Section 21 of this PASOP 
 ADEM Incident Information Questionnaire 
 Property Damage Assessment Site Summary 
 Preliminary Damage Assessment Site Estimate 
 PDA Checklist 
 
*ADEM will assist, when requested, in completing the forms and assessments. 
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II. COUNTY RESPONSE 
 
When a county has responded and recovery is within their resources, the process stops. 
 
If they are overwhelmed by the magnitude of the damage, the county may request 
assistance from the state.  At this point, the County Emergency Manager should contact 
cities and towns within the county to determine if they require additional assistance. 
 
III. COUNTY REQUEST FOR STATE ASSISTANCE 
 
A county emergency resolution must include the cause, location and date(s) of the 
incident, describe the damage caused by the incident and why the incident is above and 
beyond their capability to sufficiently respond and/or recover. 
 
The County Emergency Resolution is supported by a current damage assessment, a 
completed information questionnaire (for each affected locality) as well as an overall 
damage summary.  These items will be submitted to the Director of the Arizona Division 
of Emergency Management along with an application for state assistance. 
 
Within 24 hours of the disaster, it is the responsibility of the affected local jurisdiction 
emergency manager(s) to compile a damage assessment and complete the Incident 
Information Questionnaire.  Copies of the form are to be submitted to the next highest 
jurisdiction. 
 
When seeking assistance from the state, the county will need to complete and submit 
the following: 

• Application for State Assistance 
• Emergency Management Director’s Checklist for affected Cities & Towns 
• Emergency Resolution(s) 
• Preliminary Damage Assessment (summary and site forms) 
• ADEM Incident Information Questionnaire for each affected locality 
• PDA Checklist for each local jurisdiction as well as the county 
• Copies of each jurisdiction’s current budget (including the county’s) 
 

Links to the forms listed above can be found within Section 21 of this PASOP 
 
*If the county does not wish to issue an emergency resolution and request assistance 
of the state, a political subdivision may apply directly to the Director of the Division of 
Emergency Management for assistance. 



 
 

STATE OF ARIZONA 
DIVISION OF EMERGENCY MANAGEMENT 

PUBLIC ASSISTANCE PROGRAM 
 

STANDARD OPERATING PROCEDURES 
 

COUNTY EMERGENCY MANAGER CHECKLIST 
 

 Contact:  
• Incorporated cities  
• Towns  
• Political subdivisions  
• Sheriffs Office  
• Special districts 
• Potentially eligible Private Nonprofit Organizations within the county 

 
 Potential applicants complete: 

 Emergency Resolution 
 Completed Incident Information Questionnaire 
 Completed Preliminary Damage Assessment 
 Copy of jurisdiction’s current budget 

 
 Date and time of Applicant’s Briefing 

 
 Local jurisdictions required representatives: 

 Elected Official 
 Applicant Agent 
 Emergency Manager  
 Finance Manager 
 Payroll Department Supervisor 
 Departments responsible for completing work 

 
 Date and time of Kick-off Meeting 

 
 Local jurisdiction’s required lead contact representatives: 

 Identify and repair damaged areas 
 Prepare Project Worksheets 
 Track and validate costs 
 Oversee project status 
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Sample Local Emergency Declaration 



Sample County Proclamation 
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